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GENERAL SERVICES ADMINISTRATION
Washington 25, D.C.

uvestions to be answered b encies after reviewing J 1
draft of U.S. Government Correspondence Manual

Should the coverage of the manual be changed? That is, should any
parts or chapters of the manual be omitted from a publication
intended for Government-wide use by stenographers and typists?

What subjects, if any, should be added?

What corrections or revisions, editorial or otherwise, should be

made in the text of the present draft manuasl?

What other comments or suggestions do you have for improvement of

this manual?

Would your agency be willing to use, in whole or in part a satis-
factory revision of this manual when it is published. At some

later time when your existing manual goes out of print?
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1to 2: The attached was forwarded to this office
with the request that a reply be prepared for
the Director's signature by 23 October, Will
you please repare such reply and forward it
for Colonel White's concurre y 22 October}
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